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 Reports 
 

PURPOSE 
 
1.1      The following Data Collection Tool (DCT) reports are available:  

a. Labor – displays the individual labor completion status by Org 
code and aggregated activities selected by users. 

b. Non-Labor – displays the non-labor completion status 
by Org code and the activity assignments. 

c. Group – displays the group labor completion status by Or
and the group activities selected by the supervisor. 

d. Driver Quantity – displays the driver quantity completion
by Org code and activity driver.  The report also displays
quantities assigned to customers. 

e. Activity-Customer – displays the activity to cu
assignment completion status by Org code and activity
report also displays customers assigned to activities. 

A

f. Employee – displays the activities selected and percenta
employees. 

 
1.2       If users want to view reports, they do not need to log out.  Ins

they may click on Reports (A) on the DCT navigation menu
side of the screen, and then select the type of report: Labor,
Quantity, or Employee. 

 
LABOR REPORT 
 
1.3       Select “Labor” from the left navigation bar (B). 
1.4       By default the labor Status Report (C) will appear. 

This report lists the employee name, their DCT completion
status (Completed, Group, Not Initiated, or Initiated), and 
completed if applicable.  Completed status means the emplo
submitted his/her labor assignment for the period.  If Group 
indicated, the group activity profile has been applied for the i
in lieu of an individual activity profile submission.  Not Initiate
means that neither an individual activity profile nor a group pr
been submitted for the employee.  Initiated means that the pr
been created within the DCT but has not yet been submitted.  

1.5       The Status Report (Aggregated) (D) displays the total percenta
organization code selected.  If “All” is selected from the “Org
every organization code within the DCT will be listed with its pe

1.6       The Activity Report (E) displays all activities selected by emplo
organization code selected) and whose status is “Completed”
via Group assignments do not appear in the Labor Report; 
Report.  
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ON-LABOR REPORT 

.7       Select “Non Labor” from

.8       By default the non-labo
appear. This report lists
status, the usernam
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amount.  Completed s
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.9      The Assignment Report
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 the left navigation bar (F). 

F 

r Status Report (G) will 
 the organization codes, the completion 
e of the person completing the 
completed if applicable, and the dollar 
tatus means a non-labor assignment for the Org 
 the period.  Not Initiated status means that no 
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nment has been started within the DCT but has 

 
 (H) displays the non-labor assignments made for  
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GROUP REPORT 
 
1.10 Select “Group” from the left navigation bar (K). 

K 

1.11 By default the group Status Report (L) will appear.  This report lists the 
 group completion status, the username of the person 
 completing the assignment, and the date completed if  

applicable. Using the Period drop-down box, a different  
reporting period can be selected.  If “All” is selected fro
“Organization” drop-down box, every Org code within the DCT
listed with its group completion status (as shown below). 

1.12 The Activity Report (Aggregated) (M) displays the assigned activ
assignments made for a particular organization code.  Usi
Period drop-down box, a different reporting period can be selec
historical reference. 
 

L 

 
 
DRIVER QUANTITY REPORT 
 
1.13 Select “Driver Quantity” from the left navigation bar (N). 
1.14 By default the Driver Quantity Status Report (O) listing all drivers

an organization code will appear.  This report lists the drive
 assignment completion status, the username of the  person  

completing the assignment, and the date completed if applicable
 is selected from the “Activity Driver” drop-down box, every
 Driver within the DCT will be listed with its driver quantity
 completion status (as shown below). 

1.15 The Driver Quantity Assignment Report (P) displays the  
customers and the quantities assigned to each customer.  To vi
quantity assignments, select a driver from the drop-down box 
the “Driver Quantity Assignment Report” radio button.  
Completed status means a driver quantity assignment for th
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driver has been submitted for the period.  Not Initiated status means that no assignment 
has been submitted for the activity driver.  Initiated means that the driver quantity 
assignment has been started within the DCT but has not yet been submitted. 
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ACTIVITY-CUSTOMER REPORT 
 
1.16 Select “Activity-Customer” from the left navigation bar (Q). 
1.17 By default the Activity - Customer Status Report (R) listing all activities  

for an organization code will appear.  This report lists the activity name, 
 assignment completion status, the username of the  person  

Q 

completing the assignment, and the date completed if applicable. 
 
Completed status means an activity - customer assignment for 
the activity has been submitted or validated for the period.  Not 
Initiated status means that no assignment has been submitted 
activity.  Initiated means that the activity - customer assignme
been started within the DCT but has not yet been submitted. 
 

1.18 The Activity – Customer Assignment Report (S) displays the  
customers and the quantities assigned to each customer.  To v
assignments, select an activity from the drop-down box and click t
Assignment Report” radio button.  
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EMPLOYEE REPORT 
 
1.19 Select “Employee” from the left navigation bar (T). 

T

By default the report will return employee information for your own 
organization code.  To view the activities selected by an employee in 
your organization code, choose a username from the “Employee” drop-
down box (U) and click the “Employee Allocation Report” 
radio button (V). 
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